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EEMORANDUM TO: Deputy Director {Administration)

THROUGH 1 Advisor for Management
Personnel Director
Qomptroller

RN + Chiaf of Procurement

BUBJECT + Raquest for Increase in Table of Organisation

1. BReference is made to memorandun of 15 June 1951 from the Chief
of Procurement, subject "Revised Requirements for Persomnel and rate
ing Facilities of the Procurement 0ffice, Exhibit 'E', paragreph L."

2, In a meeting attended by the following:

Advisor for Management
Chis? Administrative Services
3"93? Security Officer CIA
Shief Audit Division, 15
Deputy Chief of Procurament
Agsistant to the Chief of Procurement
held 28 December 1950, confirmed by memorandum of 2 January 1951 from

Ohief of Procurement, subject "Building Services officers", the estab-
iishment, utilization and number of Building Supply personnel wee for-

milly agreed wpon. A ceiling | |wag established sa ade~

quate %o Agency requirements as they existed at that time. The 25X1
estegories of personnel wers to be broken down into [ |Supply Officers 25X 1
snd ing clerical persomnel.

3., As clted in the aforementioned memorandum, it was agreed in
the meeting that the functional Building Supply Unit would conslst of
a peysonnsl breakdown Including one supply officer, one assistant

1y officer, and two clerical assistants. In accordance with this
munding, the standard Building Supply Unit has been sot up to
de:

059 = Supply Offlicer

GB-7 - Supply Officer (Assistant)
@Bl - Storekeeper

Be3 -~ Clerk-Typlet

one sbove unit is sdjusted downward in grade and in number according
2o the requirements of the area or buildings served,
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be Because of the critical shortage of space, the Building Supply
Units are assigned, as space is made available, to centralized loca-
tions for the servicing of surrounding buildings, Each unit consisting
of the above breakdown of personnel, or less (see Exhibit 1),

5. Bince the first of the year and since the ariginal agreement
personnel totals have increased and comtimee to do 20, Two major
additional buildings are being added to the CIA Croup, "I and "J
Buildings., This exceeds the requirements as existinrg in December 1950
and was not considered during the December meeting,

6. *I" and "J* Bulldings are presently being occupied, effecting
s immedlate building supply requirement for the establishment and fur-
mlshing of offices, Uhen the buildings are fully complemented, the
wi‘ky and volume of activity should equsl that of "K* and "L%

T» It is, therefore, reguested and recommended that an increase
of four positions to the Procurement Office T/0 be considered and sp~
proved in the following grades and titles for the establishment and
subsequent provision of Buildings "I" and *J" with Building Supply
Services: :

@8~ « Supply Officer
zf-:g - Supply Officer
8«3 =~ Clerk-Typist

ANDREM E, VAN ESSO
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EXHIBIT RACONFIDEN

BUILDTNG SERVICES OFFICES

North, South, Central, Administration, 2210 E St. Bulldings -
Farso Supply Officer -8« « 1
el ﬁgg officer (Asst.) = G8=7 = 1
" and "QF Bulldings =
Personnel:  Supply Officer -89 - 1
: Qawg Officer {Asst,) = GS=7 = 1
Btorekeeper S e GBe - 1
"L¥ and "E" Buildings =
Personn 0fficer w88 - 1
. % Officer {Asst,) « (8«7 - 1
Storekespor .08k - 1
Qerk-Typist - 08«3 ~ 1
Quarters #I%, Alcott lall
Pargorne Swpply Officer - 08«5 - 1
b !@pilg officer (Asst,) = 0B=7 - 1
Glerk-Typlst “@Be3 - 1
Fersonns, 3 Officer - 8a7 « 1
A @ﬁmm -G8-3 - 1
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